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1. Go to the Semi-Public WALDO login Screen
and enter the Username and Password that you
entered when you registered with the State.

2. Click on “Login” to continue or
“Reset” to start over.

If this message pops up, you must click
on “Yes” to enter Semi-Public WALDO



4/13/04 Semi-Public WALDO: How to Find Facility and Unit 3

This is the “Home” page for Semi-Public WALDO. To go to
this screen, click on “Home” in the WALDO navigation bar.
Do not click on the “Home” icon in your tool bar.

Read the
instructions
on this
page.
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Do not use
the “Back”
button on
your tool bar
to go back to
a screen you
submitted
earlier.

If you need to go back to a screen you submitted before, click
on the WALDO Back button (bottom of screen, if available) or
click on the WALDO “Home” button and start over.
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What is a facility?

A facility in WALDO consists of a single building, its associated
structures and common areas.  In the rare circumstance where
more than one street address (not house number) is assigned to
a single building, each street address is its own facility.

For example, occupants on the west side of the building enter from an entrance
on the west side and have an address of 102 N Main Street, use a parking
structure on the west side of the building.  Occupants on the east side of the
building enter from an entrance on the east side, have an address of 102 N
Wilson Street and use a parking structure on the west side of the building.  This
building must be registered as 2 facilities.

For residential property, the facility includes all dwelling units in a single
building.  If a building is part of a multi-building complex, each building is a
separate facility.
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What is a common area?

A common area is an area used by occupants of more than one
dwelling unit.  Examples of common areas include:

- all exterior surfaces and structures

- interior hallways and stairs

- laundry room

- parking garage

- storage area
A single-family residence does not have common areas because everything on
the owned property belongs to the single dwelling unit.

If the interior of a structure (such as a shed) is locked and secured so that
occupants cannot use it, the interior of the structure is not a common area.  The
exterior is included to the extent it is accessible to occupants.
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Facility information in WALDO consists of 3 major components:

1. Facility information
– to find an existing facility, follow directions on page 10
- to add a facility, follow separate directions under Add Facility

2. Property owner information
– to find an existing property owner, follow separate directions
“How to Add a Facility”, page 2
- to add a property owner, follow separate directions under “How
to Add a Property Owner”

3. Dwelling unit information
- to find an existing dwelling unit, follow directions on page 14
- to add a dwelling unit, follow separate directions “How to Add a
Dwelling Unit”
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Step 3 – Search for the facility

Before you can enter a lead investigation report or register a
lead-free or lead-safe property, you must first search the
database to see if the facility is already in WALDO (see next
page).  The search is important so WALDO does not have more
than one facility for the same address.

If you find the facility, you need to be aware of the fact that many of the
facilities in WALDO were entered from information on lead hazard
reduction notices submitted to the Department.  These notices ask for
less information than is needed for registration of a lead-free or lead-
safe property and with a different intent, so you might find information
is missing or incorrect.  For example, the Contact Person and Contact
Information provided on a lead hazard reduction notice usually refers to
the person monitoring the work, whereas a property owner might want
to direct the public to the rental agent when a property is registered as
lead-free or lead-safe.

If you do not find the facility, you will have to enter the information to
create the facility record in WALDO.
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Correcting/Adding Information to a Facility in WALDO

If you find a facility with missing or incorrect information:
Call 608-261-6876 to add or correct the number of units in the
facility (building) before you can register a property.

For all other corrections/additions, send an email to
plicasbestoslead@dhfs.state.wi.us with the facility ID number
and a description of the information that needs to be corrected.
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3. Search for the facility. The search
results will include every facility with your
search words in the facility record.

We recommend entering only the name of
the street and city.  For streets with
numbered names, enter as “13th”, “50th”,
etc. You may search by a house number,
but not an apartment number.

When you know the facility ID, it is the
best search criteria.

4. After entering your criteria, click on
“Search”
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5. Look for the
facility in the
listing. Only 20
facilities are
shown at one
time. Go to next
page to view
more.
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7. If you don’t find the facility you
want, click on “Search Again” to
try a 2nd time with other criteria
so you don’t create a duplicate.

6. If you find the
facility, click on
its “Facility ID”
and go to step 9.
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8. If you don’t
find it after a 2nd
search, click on
“Add a Facility”
and follow the
“Add a Facility”
instructions.



4/13/04 Semi-Public WALDO: How to Find Facility and Unit 14

Select Unit
9. After selecting the facility, you must
select the unit.

Unit Number “All Units” is the default unit
that covers the entire property.

Any other unit listed covers only that unit
and common areas associated with it.
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10. On the Unit View
screen, you are
given 3 options.

For instructions on
entering a lead
investigation (in lieu
of submitting
quarterly reports),
see “How to Report
Lead Investigations”.

For instructions on
registering a lead-
free or lead-safe
property, see “How
to Register Lead-
Free/Lead-Safe
Properties”.


